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ASSI STANT POLI CE CHI EF

(Pronotional Cl ass)

GENERAL STATEMENT OF DUTI ES

Directs the activities of one of the major non-adm nistrative
di vi sions of the police departnent and assists the Police Chief
in planning, directing and supervising the operations of the
depart nment.

DI STI NGUI SHI NG FEATURES OF WORK

This is highly responsi bl e adm ni strative and supervi sory police
wor k concerned with planning and directing the activities of one
of the major divisions of the police departnment. Enployees of
this class are responsible directly to the Police Chief for the
efficient operations of the division they command. Wrk is
perfornmed i n accordance with established policies and procedures
but this enployee has considerable latitude in the exercise of
individual initiative in the performance of his duties and
fulfilling his responsibilities. Incunbents assist the Police
Chief in planning and directing the activities of the police
departnment, and in coordinating these efforts with those of
ot her | aw enforcenent agencies, including Federal, State, and
ot her | ocal agencies. This class ranks i medi ately bel ow t hat of
Police Chief and receives general supervision fromthe Chief.
Wrk is reviewed by consultation and by observation of the
results obtained. Supervision is exercised over subordinate
of ficers of the division commanded. Enpl oyees of this class act
as the Police Chief in his absence or incapacity.

EXAMPLES OF WORK
(Exanples |listed below are illustrative only and are not
i ntended to be inclusive or exclusive.)

Acts as Police Chief in the Chief's absence.

| nstructs subordinate officers as to nethods, procedures, and
pol i ci es.

Assi gns tasks to subordinates and reviews their work.

Assists in planning and directing the conprehensive activities
of the police departnent.

Takes personal charge of mmj or cases where unusual or difficult
probl ens of police operation and procedures beconme apparant.

| nvesti gates various conplaints, particularly those involving
depart nent al personnel.
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Cooperates with and aids other |aw enforcenent agenci es such as
the FBI, State Police, parish authorities, and other nunicipal
pol i ce departnents.

Devel ops and effectuates plans for effective patrol of the city
particularly in areas and periods of high crine incidence.

Mai nt ai ns conti nui ng procedures desi gnat ed to provi de
departnmental know edge of traffic conditions at all tines and
for the alleviations of traffic congestion by the pronpt
di spatchi ng of personnel to such areas.

Devel ops and mai nt ai ns met hods and procedures to provide for the
recei pt of information concerning violations of the |aw both
before and after such violations occur.

Provides for the collection, filing, storing, and recording of
all types of records and reports used by the police departnent,
including traffic, crim nal, per sonnel , financi al, and
budget ary.

Assists in the preparation of the departnental budget and
operates within it.

NECESSARY KNOWLEDGES, SKILLS, AND ABI LI TIES

Extensive know edge of federal, state and | ocal | aws,
ordi nances, and court rulings which govern and affect police
operations and practices.

Ext ensi ve knowl edge of modern principles and practices of police
adm ni stration and police operations.

Extensi ve knowl edge of court procedures, adm ssability of
evi dence and the preparation of evidence for court use.

Good knowl edge of the principles of managenent including
functions concerned with personnel, public finance and budgeti ng
and of adm nistrative and supervisory practices and net hods.

Ext ensi ve knowl edge of the city including its geography, types
of business activities and areas of high crime incidence.

Skill in dealing with problenms concerning public relations and
the ability to foster public confidence and interest in the work
of the departnent.

Ability to wunderstand and carry out oral and witten
i nstructions.

Ability and wllingness to effectively speak before public
groups and to wite clear and conprehensive reports and |l etters.
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Ability to direct and supervise the receipt and filling of
records of all types used by police departnents and direct the
wor k of subordi nates perform ng these tasks.

Ability to analyze conplex police problenms and to adopt qui ck,
effective and reasonabl e courses of action.

Ability and willingness to devel op and mmi ntain courteous and
effective relationships with other police and governnental
agencies as well as with other departnental personnel.

QUALI FI CATI ON REQUI REMENTS

Must be a regul ar and pernmanent enployee in good standing in a
cl ass of Police Captain.
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